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-PORM HRRM 1 (‘\EQDEST FOR RECORDS RETENTION 'ZHEDULE ] SCHEDULE ¢ ¢

o e yo ( ,Submitted to the Records Manogeme’ Division
“.Hall of Records

_Commission Hail of Records Commissiou : .m{i! 3 /
1. Requesting Agency ) 2. Division or Bureau of Requesting Agency

3. Authorization Requested (Check only one of the squares below).

B C
Dispose of present accumulation. No Establish retention schedule for re- Microfilm  and  destroy  originals.
additional accumulation Is antici- cords for which there is a continuing . Originals if not microfilmed would be
pated. Records have ceased to have value accumulation. . The records will cease to retained for the period of time indicated.
to warrant retention. have value to warrant their retention after . N
' the period of time indicated. L
4 5. Description of Records 6. Recommendation
It Describe records accurately. Include title, form number, size of documents, .| of Hall of Records
hil'em work or activity to which the records relate, inclusive dates, and quantity and Board of Publlc
°. (cubic or linear feet). Show recommended retention perlod Works.

" 1. | REQUEST PHONE SLIPS - | ' - | o o W
| This unmumbered fom (s» X &v) 19 a telephone request for amergmqy «f} -l
. purchazas. It:is checked mgainst the Departmental Requisition and

of vendor, for the years 1952 to date and occupies 6 cubic feet in - M/

mst do the sams, The material is filed ..ziphabetically by name \1
the office ma. The anmal rate of sgcumilation is 2 cuble faet.
RECOMMENDATIONs RETAIN FOR THREE (3) YEARS AND THEN DESTROY.

© 2. [BEGISTER OF ORDERS S . « W
. The form B-j57 (83" x 11%) 1sameord of purchase orderuanddato W -
of authorisation, mromahmaeomplatepmcedureorapurohaaa/
oxder, glving the date, name of vendor, order number, description of , .
the purchase, total, amount, date order was approved by the Commipe o
sion ‘and Teturned,Bach order is numbersed and mst be sscounted for, - . ‘
The material is filed numerieally, in binders, for the years 1947 to
date and the binders are kept in a file drawer oocupying 13 cutde
feat in the office area. The annual rate of accurmlation 2 bindum.

RECORCENDATIONs RETAIN mmmrxx.

3. | zrouss o cwmmars éw,,o)

‘ Mfms-jﬁ(%“Xnﬂ)umMMmmtmmumtor. m\ ot Z
construction contracts. It shows authorisation to purchape, domip—‘f '
tion of material, date and location, The material is filed by |

contract musber for the years 1949 to date, in binders, occupying
1% cubic feet in the office area. The annual rate daccmmhuonul

very emall,

7. Agency, DIVISIon or Bureau Representotlve i

Slgnature

Schedule Authonzed as. Indicated in Col. 6 by Hall of Disposal Authorized as° lndlcated in Col. 6 by Board of
‘eoords Commission. . - Public Works.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or-linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.
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PRIORITY OEDERS LT

RECOMMENDATION: - RETAIN PERMANENTLY

o

This file consists of purchase orders and Form A~863 (8}" x 11")
pertaining to materials purchased through the National Production .
Anthority. The material is filed numerically, for the years 195l -
1953 and occupies 3/¢ cubic foot in the office area. .

RECOMERDATION: RETAIN TEN (10) YGARS AND THEN DESTROT.
YOID HEQUISITIONS |

This file consists of purchass orders and requisitions on material
which has been returned and those that have been written in error
or for some reason have been volded: They are numbered and must be
accounted fore The materlial is filed numerically in binders occ-
upying 3/4 cubic foot, in the office area for the years 1948 to
date. The annual rate of accumulation is very small. '

RECOMMENDATION: RETAIN FERMANENTLY.
DAILY RECORD MATERIAL RECEIVED

The form E~447 (83" x 11") consists of the name of the company from '
which the material was received, quantity, item, supplies, order
number and date. The forms are flled chronologically for the years
1950 ¢c date in binders and occupy 3/4 cuble foot in the office
area, The annual rate of accumilation is very small,

RECOIMENDATION: RETAIN THREE (3) YEARS AKD THEN DESTROY.

STOCK CARDS

This form E~225-A (85" x 11") is a record of materiel bought and
isgsued. it shows the name of the company, description of the
material, to whom issued (Pivision or Account) and date. It is
filed alphabetically by matérial for the years 1947 to date. There
are no duplicatiohs. The material occupies 12 cubic feet in the
office area, The annual rate of accumlation is 6 cubic feet.

RECOMEMDATION: RETAIN UNTIL SUPERSEDED BY A NEW CARD AND THEN
~ DESTROY.
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